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ABSTRACT
One hundred vocational administrators in Alabama

responded to a questionnaire designed to determine the following: (1)
the administrative tasks performed by secondary-level vocational
education administrators; (2) the Administrator tasks performed by
deans of instruction in teachnical colleges; (3) the perceived
competency level of administrators and deans to perform the task; and
(4) the extent of general agreement among superintendents of
education, secondary-.Level vocational administrators, and the program
review reports w:th regard to the importance of competency areas and
the related need for program improvement. The study found that the
immediate professional development needs for secondary vocational
administrators by task priority included developing a complete plan
to promote vocational education, conducting program promotional
activities, developing a community involvement plan, and ensuring
continuing communication with the advisory council, while
intermediate needs included identifying alter:iative funding sources,
influencing traditional funding sources to benefit the program, using
needed data to identify the vocational programs and support services
needed, and planning a staff development program. Immediatt
professional development needs for deans of instructon by task
priority include operating an equipment preventive maintenance
program and planning demonstration, pilot, and exemplary programs,
while their intermediate needs include ensuring continuing
communication with advisory councils, constructing a schedule
conflict matrix, and organizing a student learning resource center.
The data may be useful in determining content to be included in
professional development activities for vocational administrators.
FivE tables present detailed analyses of the study data. An appendix
provides a list of tasks by competency area. (KC)
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I. INTRODUCTION

The existence of vocational education ana its current position and

strength in the public education system have been dependent upon adequate

administration and supervision.

Swanson (AVA, 1971) describes the administrative process as follows:

... administration is the process of planning, organizing and

operating an educational activity for achieving the objectives
of the activity. There must be some organized manner for allo-
cating the financial, material, and personnel resources which
are available to an activity. There must be some method of
developing policy, coordinating activities, and assessing the
achievements of the use of these resources in relation to the

goals of the activity. This process is administration.

While sharp distinctions are possible, persons in leadership roles in

education often perform both administrative and supervisory functions. Mot

literature in the field regards supervision as a part of administration. Twu

distinctive types of definitions have appeared in the literature since the

1920's. One being, ... supervision is that phase of school administration

which deals primarily with the achievement of selected instructional expecta-

tions of educational service (Eye and Netzer, 1965); and two, ... the function

of supervision means the improvement of a given program and the improvement of

the program centers around tne improvement of teaching. (Wright and Allen,

1426)

It is at the classroom and laboratory level that rather clear distinctions

can be made between administration and supervision. The farther one is from

where instruction takes place, the more difficult it is to separate clearly

supervisory functions from administrative functions. Since the setting of

vocational administration, with exception of large school systems, is close

to where instruction takes place, vocational administration and supervision

4
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Figure 1: Dimensions of Vocational Education AdminisLrative Ferformarce

Taken from Plan for your Professional Development, 4 Competency Based Voca-

tional Educatioo Administrator Module, American Association fc- Vocational

Instructional Materials, University of Georgia, Athens, Georgia.
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are often viewed in the more global dimensions of environment, processes,

personal skills and program task (Norton, Ross, Garcia, and Hobart, 1977)

rather than the traditional seven components of decision making, planning,

organizing, communicating, influencing, coordinating, and evaluating. (Campbell

and Gregg, 1957)

Some public administration scholars maintain that the basic principles of

administration persist regardless of time, level or institutional setting.

That is to say, that the knowledge and ability to direct any one enterprise,

can be transferred to any other enterprise, even with a uifferent Purpose. The

fact remains, however, that programs do exist for preparing educational admin-

istrators which demonstrates the uniqueness of educational administration.

Likewise, within educational administration there are unique task and environ-

mental dimensions (Figure 1) in establishing and further developing vocational

education.

II. STATEMENT OF THE PROBLEM

The rapid expansion of vocational education in the 1970's has resulted in

an increased number of vocaticnal administrators anal supervisors at both the

secondary and postsecondary level, The State needs to develop rreservice and

inservice programs to prepare administrators for the urique dimensions in

vocational administration.

A 'lumber of concerns face vocational administrators who want to improve

their administrative competence. The most frequently concerns mentioned are

as follows:

1. There is very little time available for professiona:- development
activities;

2. Most administrator education programs focus primarily on the needs of
general administration;

3
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3. Many administrator education programs focus on the theory of adminis-
tration, rather than addressing the actual ability to perform impor-

tant administrative tasks; and

4. Most training programs are campus-based, group-paced, and inflexible
with respect to time for study.

This document is a report of a study conducted by the Center for Voca-

tional and Adult Education in cooperation with the Alatama Department of

Eaucation and the Alabama Department of Postsecondary Education, to provide

direction for developing preservice an inservice prcgrams for the State's

vocational administrators.

The primary objectives of the study were as follows:

1. To determine what administrative tasks are performed by secondary
level vocational education administrators;

2. To determine what administrative task are performed by deans of in-
struction in the State'n technical colleges;

3. To determine the perceived competency levels of the administrators
and deans to perform the tasks; and

4. To determine the extent of general agreement between superintendents
of education, secondary level vocational administrators, and the pro-
gram review reports with regard to the Lim 'tance of competency areas

and the related need for program improvement.

III. PROCEDURES OF THE STUDY

Data for the study were collected by a survey instrument developed from

previous research conducted by the National Center for Research in Vocational

Education (Norton and Other, 1977). The seven interval Likert-type scale

instrument, consists of 103 taEk statements (Appendix A) sub-divided into nine

competency categories.

The instrument was administered to all secondary vocational education

administrators during a group meeting in January 1984. The 103 task statements

were sub-divided into four groupings with one of the groupings being adminis-

tered to one-fourth of the administrators on a randomly assigned basis.
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The :ull 103 task statement instrument was distributed and discussed with

all technical college deans at a group meeting in January 1984. The deans were

asked to complete the instrument and return it by mail. Of the 28 instruments

distributed, 17 (60 percent) were returned for data analysis.

A competency area _nstrument was developed and mailed to the 126 secondary

school superintendents ih Alabama during February 1984. Of the 126 mailed, 80

(63 pe-cent) were returned for data analysis.

In adLition to the task statement for vocational administrators and the

competency area instrument for superintendents, all program revie,.. reports

filed by review teams for school years 1979-1983 were also reviewed by the

research staff. An instrument was developed for recording the number of recom-

mendations made by the teams that related to the competency area included in

the instrument completed by the secondary school vocational administrators and

superintendents.

All data were analyzed by using basic descriptive statistical techniques

and the analyses are reported in the tables included in this report. In addi-

tion to descriptive statistics, an analysis of variance technique was used to

determine if significant differences existed in responses by the participants

with respect to selected program variables. The variables included years

experience in the position, previous professional positions held, county or

city school system for secondary level participants and number of personnel

under the administrators supervision.

IV. DISCUSSION

The instrum'ent used to collect data from the secondary vocational admin-

istrators and postsecondary vocational deans contain 103 tasks sub-divided into

competency areas (performance categories) developed in a national research

5



TABLE 1

AN ANALYSIS Of REQUIR-11 LEVEL OF ACTIVITY AND ABILITY TO APH Y KOOWLEDGE F(P 'FIECTED TASKS

AS FERCEIVH: BY IJIONDARY LEVEL VOCATIONAL ADMINISTRATORS AND SUPERVISOR' A PRAHA 1984

1 2
Responding Profeational Development

Teak Activity Requirement Knowleo:. Afplication
Competency Area/Teak ReYevent Atl111.1 TalikCaPiarLIS211RalllS±4

Relit

to
Level

't ,ndtro Mean
All

Poaltion Standard Mean Competency Competenoy
_NNW percent Neon

I

DeY1A114ARAnkXon___2 _P..v1,tic.n_ Ralik Index3 Area _Areas

ZEIEALtllthIalia,12EYELQ111111.1111211 ALAILT 1c1LikL.

1. Aoseseing the needs of the institution,
students, community and labor market

2. Using needs data to identify the vocational
program. :ad support services needed

3. Selecting from program and support -e,vi,e
alternatives

4. Preparing program evaluation pl ans

ON 5. Collecting program evaluation data

6. Interpreting program evaluation report:

7. Preparing program evaluation reports

8. Using evaluation data in decision making

INSTRUCTIONAL MANAGEMENT (II = 261

9. Identifying curriculum development pro-
cedures

10. Preparing staff to develop curriculum

11. Identifying and verifying occupational tasks

23 88 4.69 1.57 3 4.95 1 14 M 44 2 3

24 92 4.12 1.54 7 4.'7 1 15 2 56 3

19 73 3.57 1.17 8 4.36 3 44 2 3

21 92 5.00 1.41 1 5.54 0 ')7 8 16 3 2

23 88 4.73 1.60 2 5.26 1 3 5 24 3 2

24 92 4.50 1.61 5 5 3( I 7 18 3 2

24 92 4.54 1.66 4 4.70 1 73 1 1

23 88 4.47 1.33 6 1.17 6 18 3 3

21 80 4.61 1.49 7 5.09 6 23 3 3

19 73 3.94 1.71 13 4 05 1 ':2 1 2

14 58 3.71 1.32 14 4.50 1,11 3 44 1 2

1

Means based on 1-7 Likert-type scale (1 , low L.' 7 = high) to be read an the higher the mean, the h1ghet the perceived activity level.

2

Hoene belied on a 1-7 Likert-type scale (1 low to I high) to be read 83 the lower the mean, the lower the lerceived ebilily to apply thus the
greater the need for professional development.

3

Index was calculated Cr dividing the number responding 1-4 on the Likert-type scale (1 = low Lo 7 = high) '4 the number responding competency relevant
to pceition to be read as the higher the index, the greatar the need for professional development.

Rating based on 'standard deviation interval, from Ihe mean index. Ratings to be rend as: 1 - high, 2 - aho.. average, 3 - below average, and 4 - low.

9
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TABLE 1 (Continued)

Competency Area/Task

1 2 3 4

Responding Professional Development
Task Activity Requirement Knowledge Application ;ifgSi--

Relevant Level Ability Task Comparison Ratiniz4
to All

Position Standard Mean
2 3

Standard Mean Competency Competency
Number Percent Mear Deviation Bank Mean Deviation Bank Index Area Areas

12. Developing and sequencing performance objectives 10 38 3.50 1.16 16 4.30 2.05 7 30 2 3

13. Coordinating the deirelopment of courses of study 14 58 4.42 1.6U 9 5.00 1.30 9 23 3 3

14. Facilitating the development of competercy-
based programs and materials 16 61 4.37 1.58 10 4.81 1.79 5 30 2 3

15. Guiding staff in selecting and using
effective instruc%ional strategies 24 92 5.70 1.51 6 5.29 1.04 4 30 2 3

16. ?lanning and coordinating local demonstration,
pilot, and exemplary programs 18 69 3.94 1.6 12 4.77 1.06 2 41) 1 2

17. Facilitating staff selection of instructional
materials and equipment 18 69 5.16 1.33 1 5.38 1.03 10 22 3 3

18. Organizing a student learning resource center 7 26 3.71 1.60 15 4.57 1.13 11 21 3 3

19. Gathering information about stude:Its, coursers,
ataff, and facilities for scheduling purposes 19 73 4.94 1.84 2 5.47 1.26 e 23 3 3

20. setting scheduling priorities 18 69 4.88 1.53 3 5.61 0.69 16 4 4 4

21. Conducting prerelp.stratlons 14 53 4.71 1.81 5 5.42 1.01 15 8 4 4

22. Constructing a schedule conflict matrix 8 30 4.12 1.24 11 5.00 1.19 14 13 3 4

23. Constructing a final schedule 11 42 4.72 1.10 4 5.09 0.83 13 13 3 4

24. Loading students into classes 14 53 4.50 1.65 8 5.07 0.99 12 18 3 3

LTUDENT SERVICES (N = 23)

25. Designing a student recruitment stra,egy 15 65 3.66 2.05 15 4.53 1.18 7 53 2 2

26. Arranging for the preparation of recruitment
materials 15 65 3.86 1.80 13 4.40 1.18 8 53 2 2

27. Developing program admission procIdures 20 87 3.90 1.80 12 4.39 1.42 2 75 1 1

28. Interpreting and applying affirmative action
laws and regulations 16 69 3.25 1.84 17 3.93 1.43 9 52 2

29. Identifying the goals and objectives of a
student services program 14 60 4.57 2.06 4 4.50 1.65 11 44 3 2

11 BEST COPY AVAILABLE 12



TABLE 1 (Continued)

Competency Area/Task

30. Organizing systep4cic guidance services

31. Managing an individual analysis service

32. Establishing a climate conducive to the
maintenance of school discipline

33. Ectablishing a philosophy and pclicies for
School discir/line

34. Establishing and enforcing school rules
and procedures

35. Assisting staff and students 1n responding
to specific discipline problems

36. Determining the goals and objectives of a
student placement service

co
37. Establishing and maintainiig a functioning

placement service

38. Organizing activities to support a placement
service

19. Organizing, planning for, and conducting
student follow-up studies

40. Analyzing follow-up data

41. Using follow-up da.a for pr,gram revisioa
and development

LCF)0L-COMMUNITT RELATIONS (N = 21)

42. Outlining the organizational steps for
establishing an advisory council

43. Organizing an advisory council

44. Pl,nning and conducting initial advisory
council meetings

45. Ensuring continuing communication with
the advisory council

1 2 3 4

Responding Professional Development
Task Activity Requirement Knowledge Application _Need

Relevant Level Atjity Task COmDarison Bating
to All

Position Standard Mean Standard Mean Competency Competency
Number Percent Meant Deviation Rank Meant Deviation Rank Index

3
Area Areas

10 43 3.50 2.12 16 4.20 1.61 1' 44 3 2

8 34 3.75 1.38 14 3.87 1.45 15 35 3 3

19 82 4.61 1.85 2 5.21 1.51 16 28 4 2

20 87 4.60 2.11 3 5.30 1.65 13 35 3 2

20 87 5.05 1.82 1 5.60 1.46 7 21 4 2

20 87 4.50 1.85 5 5.40 1.39 14 35 3 2

18 78 4.38 1.85 6 4.77 1.51 6 53 e 3

17 73 4.17 2.18 7 4.64 1.76 10 44 3 2

17 7 4.00 1.87 8 4.5 1.80 5 64 2 2

19 82 3.94 1.77 11 4.57 1.46 4 64 2 2

20 87 3.95 1.98 10 4.45 1.82 1 92 1 1

20 8? 4.00 1.85 9 4.42 1,71 3 64 2 2

21 91 4.04 2.22 7 5.09 1.89 8 44 3

20 87 4.25 2.26 5 4.90 1.86 6 84 2

19 82 4.71 2.27 6 5.00 1.88 7 53 3

2

2

21 91 3.52 2.18 12 3.76 2.27 3 92 1 1

13 BEST COPY AVAILABLE 14



TABLE 1 (Continued)

Competency Area/Task

1 2 3 4

Responding Professional Development
Task Activity Requirement Knowledge Application Need

Relevant Level AtIlitY _LICI21110111412s111118114
to All

Position Standard Mean Stanuard Mean Competency Competency
dumber Percent Mean

1

Deviation Rank Meant Deviation Rank Index3 Area Areas

46. Developing a complete plan to promo'e
vocational programs 22 95 4.72 1.45 2 4.81 1.76 4 77 1 1

47. Conducting program promotional activities 21 91 3.90 1.44 10 4.33 1.62 1 109 1 1

48. Developing a community involvement plan 19 82 4.10 1, 0 8 4.31 1.52 2 109 1 1

49. Monitoring all community involvement activities 15 65 4.46 2.06 3 4.73 9-1 .3 28 4 2

50. Providing comments and information to assist
policymakers and planners in making changes
affecting vocational e. +cation 18 78 3.61 2.00 11 3.00 1.96 5 77 1 1

51 Maintaining channels of c'ommunication with
governmental ano community officials 22 95 3.45 1.89 13 4.13 1.78 9 30 4 3

52. Submitting routine and special reports as required 23 100 5.17 1.92 1 5.60 1.50 10 28 4 3

53. Preparing formal cooperative agreements 9 39 4.00 2.12 9 4.77 1.3G '2 28 4 3

54. Participating in informal cooperative agreements 12 52 4.33 1.92 4 4.75 1.60 11 28 4 3

PERSONNEL MANAGEMENT (N = 24)

55. Establishing ataff selection criteria 19 7q 3.73 1.79 11 5.15 1.06 11 20 3 3

56. Recruiting qualified staff 19 79 3.94 1.92 10 4.89 1.48 2 41 1 2

57. Cathering and screening informatiol about
candidates 17 70 4.35 2.19 9 5.23 1.67 13 20 3 3

58. Orienting new staff to the institution 24 100 4.95 2.17 5 5.70 1.67 1 41 1 2

59. Delegatiig responsibilities to staff 22 91 4.81 1.53 8 5.45 1.47 5 33 2 3

60. Including staff in decision making 20 83 5.10 1.37 3 5.50 1.27 12 20 3 3

61. Encouraging positive interpersonal relations
among staff 22 91 5.26 1.73 2 5.56 1.23 3 41 1 2

62. Developing a system for evaluating staff
performance 17 70 4.88 1.72 6 5.11 1.69 7 96 2 3

63. Evaluating staff performance 21 87 5.57 1.85 1 5.76 1.54 10 20 3 3

o 16



TABLE 1 (Continued)

Competency Area/Task

64. Using staff performance evaluation, data for staff
improvement and employment decision-making
purposes

65. Preparing personnel policy procedures

66. Keeping staff informed of personnel policies
and prc.eduree

67. Establishing a grievance resolution procedure

68 Selecting and administering staff benefit programs

PROFESSIONAL STAFF DEVELOPMENT (N = 241

69. Involving staff in appraising their personal
development needs

70. Conducting pre- and post-observation conferences

O 71. Conducting observations of teachers to appraise
their personal development needs

72. Planning a staff development program

73. Obtaining institutional support for staff
velopment

74. Providing financial resources, time, facilities
and incentives for staff development

75. Determining your own professional development
needs

76. Developing your own one-year professional
development action plan

FLCILIT;ES AND EQUIPMENT MANAGEMENT (N = 23)

77. Assessing the need for additional or renuvated
facilitie

78. Evaluating prospective land or internal building
sites

1 2
3 4

Responding
Professional Development

Task Activity Requirement Knowledge Application Nees!
fqRelevant Level a9121111Y_____ Task _Comparison na.,DA 4

to
All

Position Standard Mean Standard Mean Competcncy Competency1Number Percent Mean Deviation hank Bean
2

Deviation Rank Index
3

Area Areas

22 91 4.90 1.73 7 5.40 1.33 9 20 3 3

13 54 4.23 2.04 8 4.53 1.56 4 41 1 2

22 91 5.00 1.87 4 5.54 1.33 f 2 3

8 33 3.87 2.29 12 4.37 2.%0 8 26 2 3

3 12 2.00 1.73 13 2.33 1.52 4 14 4 3

20 83 5.10 1.t5 5 5.30 1.38 2 41 1 2

19 79 5.42 1.50 3 5.36 1.53 3 41 1 2

19 79 5.42 1.83 4 5.52 1.51 6 33 2 3

19 79 4.94 1.68 6 5.05 1.47 4 41 1 2

18 75 4.50 1.68 8 5.38 1.116 1 50 1 2

18 75 4.88 1.77 7 4.72 '.63 5 .,1 1 2

23 95 5.43 1.56 2 5.73 1.32 20 3 3

22 91 5.50 1.76 1 5.86 1.3d 7 2 3

21 91 3.76 1.97 9 5 1) 1.63 6 28 3

11 47 2.)6 1.36 12 4.00 1.67 1 24 3 3

11 1



TABLE 1 (Continued)

Competency Area/Task

1 2 3 4

Responding
.,:.,'-

P---,fessiunal Develupment'-
Activity Require, ent NeedTask krowledge Application

Relevant Level Atilltv Task Comparison RatIng4
to All

Position
1

Standard Mean
2

Standard Mean Competency Competent/
Number Percent Mean Deviation Rank Mean Deviation RLnk ___Ipdx Area Areas

79. Developing education4.1 facilities specifications

80. Supervising construction, equipment selection,
purchase and installation, and facility
acceptance

b1. Assigning building space to various departments
and service areas

82. Coordinating community use of facilities

83. Maintaining equipment and supply inventories

84. Operating preventive maintenance programs

85. Devising plans to preserve health, safety, and
security

86. Developing institutional/program purchasing
policies and documents

....

87. Designing purchasing procedures and controlling
purchasing activities

88. Securing protection against claims and property
loss

BUSINESS AND FINANCIAL MANAGEMENT (N

89. Considering general institutionwida and
programwtde objectives as a basis for preparing
vocational budgets

90. Determining the resource requirements of various
alternative programs

91. Allocating resources and responsibilities

92. Identifying how existing funding sources affect
the program/institution

93. Influencing traditional funding sources to
benefit the program/institution

94. Identifying alternate funding sources

19

14 60 3.57 2.06 11 4.50 1.45 2 35 1 3

21 91 4.33 1.95 7 5.04 1.56 4 35 3

15 65 3.66 1.99 8 5.13 1.59 6 28 3 3

17 73 4.76 2.19 6 5.29 1.72 8 21 3 3

19 82 5.00 1.63 3 5.42 1.46 9 21 3 3

18 78 4.77 1.43 5 5.22 1.3. 7 28 3 3

20 87 5.15 1.34 1 5.10 1.48 5 15 3 3

16 69 4.81 1.64 4 5.81 1.16 10 21 3 3

21 91 5.00 1.70 2 5.85 1.42 11 21 3 3

13 56 3.8h 2.41 10 4.84 2.19 3 3 3

20 87 4.90 1.48 4 5.40 1.50 3

20 87 4.20 1.64 7 5.00 44 3 2

21 91 5.09 1.44 3 5.73 1.09 9 10 4 4

18 78 4.77 1.51 5 5.44 1.38 8 21 4 3

16 69 4.35 1.80 6 5.11 1.61 3 53 2 2

17 73 4.22 2.15 8 4.72 1.44 2 64 2 2

BEST COPY AVAILABLE 20
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TABLE 1 (Continued)

Competency Area/Task

1 2 3 4
Responding

Professional Development
Task Activity Requirement Knowledge Application Need

Relevant LeYel AbilllY Task Comparison Rating4
to All

Position Standard Mean Standard Mean Competency Competency
Number Percent Mean

1

Deviation Rank Mean 2 Deviation Rank IpdeX' Area Areas

95. Completing program applications for federal and
state vocational education funding 18 78 5.20 1.79 1 5.40 1.53 6 28 4 3

96. Developing project proposals 18 78 5.05 1.89 2 5.05 1.57 5 44 3 2

97. Observing guidelines for submission,
negotiation, and follow-up of proposals 21 91 4.00 1.54 9 4.61 1.46 1 92 1 1

PROGRAM IMPROVEMENT (N = 23)

98. Applying problem-solving steps 17 73 4.17 1.66 2 4.35 1.27 3 77 1

95. Determining the points in problem solving at
which you will need more information

21 91 4.47 1.56 1 5.00 1.18 4 53 3 2

100. Locating sources of information 20 87 4.00 1.91 3 4.75 1.37 2 53 3 2

101. Using questionnaires, structured interviews,
and small-group techniques to generate ideas,
solve problems, and make decisions

1 4 3.00 4 4."A 1 5 4 14

9
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study (Norton and others, 1977). The administrators and deans were instructed

response to the 103 task as follows:

Indicate whethe- or not (yes or no) if this task is relevant to your
current psition;

2. Indicate on the corresponding seven interval scale the relative level
of activity (time on task) for your current position; and

3. Indicate on the corresponding seven interval scale your ability to
apply the knowledge necessary to perform the task.

The analysis of data for the secondary vocational administrator and post-

secondary deans is reflected in Tables 1 and 4 on pages 6 and 17 respectively.

Column 1 shows the number and percent of the total respondents (N = on

the task area line) responding that the task listed was relevant to their

position.

Column 2 and 3 reflect the average (mean) response for the level of activ-

ity and ability to apply knowledge (perform) for the tasks included on the

instrument. The columns also include the measure of variability (standard devi-

ation) and ordinal ranking (1 - being the highest) of the means. The ordinal

ranking of means reflected in Column 3 is assigned opposite to die ranfrings in

Column 2. This column should be read as the lower the means, the lower the

perceived ability to apply, thus the greater the need for professional develop-

ment.

Column 4 reflects calculated information f-om the data reflected in

Columns 1 and 3. This column is an additional effort to determine and reflect

greater discrimination among the tasks by competency area and all 103 tasks.

The professional development need index was calculated by dividing tne number

of respondents responding to 1 through 4 on the scale (low perceived level to

apply) by the total number of respondents indicating that the task was relevant

to their current position. The task comparison rating is based on the standard

deviation calculations associated with the professional development need index.

13
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The index should be read as the higher the index the greater the professional

development need.

The ratings should be read as 1 - high, 2 - above average, 3 - below

average, and 4 - low. With respect to the rating, it can oe said that approxi-

mately 66 percent of the index scores fell in the above average to below aver-

age range. The statistical analyses revealed a slight skewness toward tne above

average interval.

Due to programmatic differences, no statistical analyses were made to

determine if differences existed between responses for secondary vocation&

administrators and postsecondary deans. Neither was an attempt made to obtain

any responses from the postsecondary institution presidents.

Tables 2 and 3 on pages 15 and 16 respectively, reflect an analyses of

the importance of program improvement needs and professional development needs

as pe,"ceived by superintendents of education and secondary vocational adminis-

trators. Table 3 also includes a second dimension of information from progam

review team reports.

It will oe noted in Table 2 that significant differences existed between

all mean responses for superintendents and vocational administrators with

respect to the importance of program improvement needs. Only two mean differ-

ences existed between the two groups with respect to professional development

needs.

The researchers recognize that if a priority is to be placed on the admin-

istrative task with respect to professional development needs that some subjec-

tive judgements must be made. It be necessary for some ci these judge-

ments to be made by practicing administrators.

Certain questions must bc asked, task will need to be studied in more

detail, and several propositions must be stated in the analyzing of the data.
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TABLE 2

AN ANALYSIS OF THE RELATIVE IMPORTANCE OF PROGRAM IMPROVEMENT NEED WITH A COMPARISON OF

PROFESSIMIL DEVELOPMENT .LEEDS IN SELECTED AREAS AS PERCEIVED nY SCHOOL

ADMIaISTRATORS TN SECONDARY VOCATIONAL EDUCATION, ALABAMA 1984

Competency Areas

Imp,etance Professional Development Needs

Superintendents Vocational
of Education Administrators

(N = 80) (N = 67) T Test

Superintendents Vocational
of Education Administrators

(N = 80) (N = 67) T -Test

Meant

Mean

Rank Meant

Mean
Rank

F Probability
Value Le.el Meant

Mean , Moan
Rank Mean' Rank Value

Probability
Level

Program Planning, Develop-
ment, and Evaluation 4.56 1 4.14 1 1.79 0.01' ?.53 1 3.62 1 1.40 0.16 1/4.

Instructional Management 4.41 4 4.13 3 1.56 0.03' 3.45 3 3.55 3 1.03 0.89

Stude 'it Services 4.16 8 3.71 8 1.40 0.15 3.13 7 3.14 8 1.14 0.58

Personnel Management 4.30 6 3.88 7 1.63 0.03' 3.26 5 3.31 5 1.61 0.04*

Professional Staff
Development 4.42 3 4.04 4 2.79 0.00' 3.50 2 3.59 2 1.28 0.29

:,chool-Community Relations 4.45 2 4.13 2 2.20 0.00' 3.38 4 3.38 4 1.03 0.89

Facilities and Equipment
Management 4.28 7 3.85 6 1.84 0.00 2.90 0 3.23 7 1.03 0.91

Business and Financial
Management 4.35 5 3.97 5 2.21 0.00' 3.13 6 3 29 6 2.21 0.00*

1

Means based on a 1-5 Likert-type scale (1 r. low to 5 = high) to be read as the higher th" 111.:an, the greater the importance.

2
Mea.1s based on a 1-5 Likert-type scale (1 , low to 5 = high) tr be read as the higher the mean, the greater 'Ale need.

'Significant at the .05 level.
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TABLE 3

AN ANALYSIS OF PROFESSIONAL DEVELOPMENT NEEDS 1N SELECTED AREAS AS

PERCEIVED BY SCHOOL ADMINISTRATORS AND PROGRAM REVIEW TEAMS

IN SECONDARY VOCATIONAL EDUCATION, ALABAMA 1984

Competency Areas

Profcssioaal Development Need

Superintendt,nts
of Education

(N = 80)

Mean
Mean
Rank

Vocational
Administrators

(N = 67) T-Test

Mean F

Meant Rank Value

Program Planning, Develop-
ment, and Evaluation

Instructional Management

Student Services

Personnel Management

Pro!'essioriel Staff
Development

School-Community Relations

Facilities and Equipment
Management

Business and Financial
Aanagement

3.53

3.45

3.13

3.2b

1 3.62 1

3 3.55 3

7 3.14 8

5 3,31 5

3.59 2 3.59 2

3.38 4 3.38 4

2.90 8 3.23 7

3.13 6 3.29 6

1.28

1.03

1.03

2.21

1

Means based on a 1-5 Likert-type scale (1 = .?ow to 5 = high) administered
higher the mean, the greater the need.

2
Meana based on a 1-5 Likert-tvpe scale (1 = low to 5 = high) administered
higher the mean, the greater the need.

3Means based on the number of recommendations made by State Department of
school years 1979-1983.

Significant at the .05 level.

2'/

Program Re/iew Rating

(N = 126)

Probability
Level Mean 3 Range

Mean
Rank

0.16

0.89

2.53

3,44

0-8

0-12

3

2

0.58 4.84 0-14 1

0.04* 1.92 0-10 5

0.29 0.68 0-4 T

0.89 2.71 0-9 4

0.91 1.15 0-5 6

0.00 0.37 0-4 8

in 1984. Means to be read as the

in 1984. Means to be read ea the

Education program review teams for



TABLE 4

AN ANAL-SIS OF REQUIRED LEVEL OF ACTIVITY AND BILITY TO APPLY KNOWLEDGE FOR SELECTED

TASKS AS PERCEIVED BY DEANS OF INSTRUCTION IN VOCATIONAL POSTSECONDARY INSTITUTIONS, ALABAMA 1984

Competency Area/Task

1 2 3 4

Responding Professional Development

Task Activity Requirement Knowledge Application Need

Relevant Level Ability Task Comba_rlson Rating4

to All

Position Standard Mean Standard Mean Competency Competency

Number Percent Mean1 Deviation Rank Meant Deviation Rank Index' Area Areas

PROGRAM PLANNING. DEVELOPMENT. AND EVALUATION (N = 17)

1. Assessing the needs of the institution,
students, community and labor ma .ket. 17 100 5.941 1.088 1 5.647 0.996 8 17 4 3

2. Using needs data to identify tl.e vocational
programs and support services needed 17 100 5.235 1.251 8 5.059 1.249 1 41 1 2

3. Selecting frcm program and support service

.

alternatives 15 88 5.267 1.335 7 5.133 1.506 4 46 1 2

4. Preparing program evaluation plans 17 100 5.941 1.088 1 5.412 1.278 6 29 3 3

5. Collecting program evaluation data 16 94 5.500 1.317 6 5.063 1.340 2 37 2 2

6. Interpreting program evaluation reports 16 94 5.938 0.998 3 5.500 1.095 7 31 2 3

7. Preparing program evaluation reports 16 94 5.563 1.413 5 5.063 1.436 3 37 2 2

8. Using evaluation data in decision making 15 88 5.800 1.146 4 5.267 1.163 5 33 3 2

JNSTRUCTIONALMAGEMENT (N = 17)

17 100 5.471 1.328 6 5.000 1.225 8 35 2 2
9. Identifying curriculum development pro-

cedures

10. Preparing staff to develop curriculum 17 100 5.235 1.200 8 5.118 1.111 2 35 2 2

11. Identifying and verifying occupational tasks 14 82 4.714 1.729 3 4.1)43 1.823 6 42 2 2

1

Means based on a 1-7 Likert-type scale (1 = low to 7 = high) to be read as the higher the mean, the higher the perceived activity level.

21Means based en a 1-7 likert-type scale (1 = low to 7 = high) to be read as the lower the mean, the lower the perceived ability to apply thus the

greater the need for professional development.

Index was calculated by dividing the number responding 1-4 on the Likert-type scale (1 = low to 7 = high) by the number responding competen,4 relevant

'o position to be read as the higher the index, the greater the need for professional development.

4
Rating based on standard deviation intervals from the mean index. Ratings to be read as: 1 - high, 2 - above average, 3 - below average, and 4 - low.

2i
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TABLE 4 (Continued)

Competency Area/Task

1 2 3 4

Responding Profesjional Development
Task Activity Requirement Knowledge Application Need

Relevaat Level Ability LIIISS4INIELIS2113.g.1081_4
to Ill

Position Standard Mean Standard Mean Competency Competency

Number Percent Mean Deviation Rank
Meant

Deviation Rank Incl;x
3 Area Areas

12. Developing and sequencing performance objectives 14 82 4.929 1.859 12 4.643 1.646 5 42 2 2

13. Coordinating the development of courses of study 16 94 5.500 1.317 5 5.i88 1.471 11 31 2 2

14. Facilitating the development of competency-
based programs and materials 16 94 5.188 1.515 9 5.000 1.414 7 43 2 3

15. Guiding staff in selecting and using
effective instructional strategies 16 94 5.625 1.360 4 5.375 1.408 14 25 3 2

16. Planning and coordinating local demonstration,
pilot, and exemplary programs 15 88 4.600 1.404 14 4.267 1.486 3 60 1 1

17. Facilitating staff selection of instructional
materials and equipment 16 94 5.688 1.078 1 5.250 1.065 13 25 3 3

18. Orgaoizing a student learning resource center 13 76 4.308 1.494 .5 4.231 1.423 2 53 1 2

19. Gathering information about students, courses,
staff, and facilities for scheduling purposes 16 94 5.625 1.258 3 5.500 1.211 15 12 4 4

20. Setting scheduling priorities 16 94 5.688 1.195 2 5.625 1.088 17 12 4 4

21. Conducting preregistrations 12 70 5.083 1.676 11 5.167 1.697 10 33 3 2

22. Constructing a achedule conflict matrix 13 76 4.154 1.345 16 3.923 1.552 1 53 1 2

23. Constructing a final schedule 15 88 5.133 1.457 10 5.067 1.280 9 26 3 3

24. Lording students into classes 13 76 5.462 1.506 7 5.538 1.506 16 23 3 3

STUDENT SERVICES (N = 1I)

25. Designing a student recruitment strategy 10 58 5.900 1.197 4 5.700 1.160 15 20 14 3

26. Arranging for the preparation of recruitment
materials 8 47 6.000 1.069 1 6.250 0,707 17 0 4 4

27. Developing program admissions procedures 17 100 5.053 1.749 11 5.059 1.638 10 29 2 3

28. Interpreting and applying affirmative action
laws and regulations 14 82 5.429 1.399 7 4.800 1.656 5 40 2 2

29. Identifying the goals and objectives of a
student services program 12 70 2.167 1.403 9 5.000 1.206 9 41 2 2

30



TABLE 4 (Continued)

Competency Area/Task

1 2 3

Responding
Task Activity Requirement Knowledge Application

Relevant Level Ability
to

Position Standard Mean Standard Mean Competency Competency

Number Perctnt Me2n Deiation Rank Mean
2

Deviation Rank Index
3 Area ANas

4

Prof'ssional Developmeat
Need

Tj.sk Comparison Ratlng4
All

30 Organizing systematic guidance services 11 64 3.909 1.921 16 4.455 1.864 2 54 1 2

31. Managing an individual analysis service 7 41 3.714 ",.360 17 4.286 2.360 1 42 2 2

32. Establishing a climate conducive to the
maintenance of school discipline 17 100 5.235 1.480 8 5.000 1.369 8 41 2 2

33. Establishing a philosophy and policies for
school discipline 16 94 5.938 1.063 2 5.688 0.946 14 12 4 4

34. Establishing and enforcing _chool rules
and procedures 15 88 5.733 1.223 6 5.60G 1.298 13 20 3 3

35. Assisting staff and student3 in responding
to specific discipline problems 16 94 5.813 1.223 5 5.813 1.047 16 12 4 4

36. Determining the goals and objectives of a
student placement service 13 76 5.154 1.951 10 4.923 1.935 6 38 2 2

37. Establishing and maintaining a functioning
placement service 13 76 4.615 1.895 15 4.462 1.761 3 46 1 2

38. Organizing activities to support a placement
service 13 7O 4.615 1.609 14 4.615 '.502 14 61 1 1

39. Organizing, planning for, and conducting
student follow-up studies 14 82 4.929 1.685 12 5.000 1.468 7 42 2 2

40. Analysing follow-up data 15 88 4.867 1.685 13 5.200 1.265 11 33 3 2

41. Using follow-up data for program revision
and development 13 76 5.923 1.320 3 5.538 1.330 12 15 4 4

SCHOOL-COMMUNITY RELATIONS (N : 17)

42. Outlining the organizational steps for
establishing an advisory council 13 76 5.231 1.922 7 5.000 1.780 3 38 2 2

43. Organizing an advisory council 13 76 5.308 1.932 5 5.077 1.891 6 38 2 2

44. Planning and conducting initial advisory
council meetings 13 76 5.077 1.935 11 5.077 1.935 5 46 2 2

45. Ensuring continuing communication with
the advisory council 14 82 4.500 1.029 13 4.357 1.823 1 57 1 2
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TA3LE 4 (Continued)

Competency Area/Task

1 2 3

Responding
Professional Development

Task Activity Requirement Knowledge Application Megii

Relevant Level Ahilitv Is1210_2rialQ11111111E1il)

to
All

Position Standard Mean Standard Mean Competency Competency

Number Percent Mean1 Devi3tion Rank Mear.2 Deviation Rank Index3 Area Areas

46. Developing a complete plan to promote
vocational programs 12 70 5.417 1.505 4 5.333 1.231 10 25 3 3

47. Conducting program promotional activities 11 (4 5.091 1.446 10 5.000 1.463 4 36 2 2

48. Developing a community involvement plan 12 70 5.000 1.206 12 4.833 1.193 2 50 1 2

49. MJ:nitoring all oommuni y involvement activities 14 82 5.429 1.453 3 5.143 1 .12 7 42 2 2

50. Providing comments and Information to assist
pclicymakers and planners in making changes

affecting vocational education 14 82 5.214 1.424 8 5.429 1.284 11 28 3 3

51. Maintaining channels of communication with
governmental and community officials 15 88 5.e00 1.424 9 5.267 0.884 9 13 4 4

52. Submitting routine and si.scial reports as required 13 76 5.923 1.320 1 5.846 1.281 13 15 4 4

53. Preparing formal cooperative agreements 15 88 5.267 1.335 6 5.200 1.320 8 26 2 3

Na
0 54. Participating in informal cooperative agreements 17 100 5.824 1.286 2 5.706 1.213 12 17 2 3

PERSONNEL MANAGEMENT (N m 173

55. Estaulisning stair sele,Liw, ,ciLLfia 17
lrin 5 .70 1 Ins R 5.647 0.996 9 11 i4 4

56. Recruiting qualified staff 17 100 5.824 '.237 5 6.030 1.000 11 11 4 4

57. Gathering and screening information about
candidates 17 100 6.118 0.993 3 5.706 1.404 10 17 2 4

58. Orienting new staff to the institution 16 94 6.313 0.873 1 6.188 .0911 14 06 4 4

59. Delegating responsibilities to staff 16 94 5.813 1.471 6 5.563 1.413 8 18 2 3

60. Including staff in decision making 17 100 5.529 1.463 10 5.176 1.425 2 29 2 3

61. Encouraging positive interpersonal relations

amang staff 17 100 5.882 1.364 4 5.529 1.281 5 11 3 4

62. Developing a system for evaluating staff
performance 17 100 6.176 0.951 2 6.059 1.029 13 05 4 4

63. Evaluating staff performance 16 94 5.756 1.342 7 6.000 0.966 12 06 4 It

34
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TABLE 4 (Continued)

Competency Area/Task

1

Responding
Task

Relevant

3

Activity Requirement Knowledge Application
Level Ability

4

Professional Development
Need

Task ComParison RatIng4
All

Position

Meant

Standard

Deviation
Mean

Rank Hean2
Standard
Deviation

Mean

Rank

Competency

Index3 Area

Competency

AreasNumber Percent

64. Using staff performance evaluation data for staff
improvement and employment decision-making
purposes 16 94 5.313 1.448 11 5.500 1.033 4 18 2 4

65. P^eparing personnel policy .mocedures 15 88 5.267 1.163 13 5.533 1.060 6 20 2 3

66. Keeping staff informed of personnel policies
and procedures 13 76 5.538 1.330 9 5.538 1.266 7 15 3 4

67. Establishing a grievance resolution procedure 13 76 5.308 1.74 12 5.462 1.664 3 15 3 4

68. Selecting and administering staff benefit programs 13 76 4.769 1.691 14 4.615 1.609 1 46 1 3

PROFESSIONAL STAFF DEVET.OPHENT (N = 17)

69. Involving staff in appraising their personal
development needs 15 88 5.333 1.234 6 5.067 1.100 4 33 2 2

70. Conducting pre- and post-observation conferences 17 100 5.059 1.749 8 4.882 1.691 1 41 1 2

--71. Conducting observations of teachers to appraise
.heir personal development needs 15 88 5.667 1.589 3 5.200 1.612 5 33 2 2

72. Planning a staff development program 16 94 5.938 1.181 1 5.500 1.633 6 18 4 4

73. Obtaining institutional support for staff
development 17 100 5.706 1.359 2 5.647 0.996 8 17 4 2

74. Providing financial resources, time, facilities
and incentives for staff development 17 100 5.353 1.455 ., 4.941 1.478 3 41 1 3

75. Determining your own professional develvment
needs 17 100 5.529 1.505 4 5.647 1.455 7 17 4 2

76. Developing your own one-year professional
development accioa plan 15 88 5.133 1.407 7 4.933 1.624 2 33 2 2

FACILITIES AND EQUIPMENT MANAGEMENT (N = 17)

77. Assessing the need for a ".&tional or renovated
facilities 12 70 5.250 1.492 2 5.250 1.055 11 0 4 4

78. Evaluating prospective land or internal building
sates 15 88 5.133 1.885 4 5.133 1. '12 9 0 4 4

3 6 3



TABLE 4 (Continued)

Competency Area/Task

79. Developing educational facilities specifications

80. Supervising construction, equipment selection,
purchase and installation, and facility
acceptance

81. Assigning building ,ce to various departmehts
and service areas

82. Coordinating community use of facilities

83. Maintaining equipment and supply inventories

84. Operating preventive maintenance programs

85. Devising plans to preserve health, safety, and
security

86. Developing institutional/program purchasing
N.) p)licie, and documents
N.)

.87. Designing purchasing procedures and controlling
purchasing activities

88. Securing protection against claims and property
loss

DOINESS AN FINANCIAL MANAGEMENT IN = 17)

89. Considering general institutionwide and
programwide objectives as a basis for preparing
vocational budgets

90. Determining the resource requirements of various
alternative programs

91. Allocating resources and responsibilities

92. Identifying how existing funding sources affect
the program/institution

93. Influencing traditional funding sources to
benefit the program/institution

94. Identifying alternative funding sources

1 2 3 4
Responding

Professional Development
Task Activity Requirement Knowledge Application Jiges1

Relevant Level Ability Task Comparisch RatillE4
to

All
Position Standard Mean Standard Mean Competency Competency

Number Percent Meant Deviation Rank Meant Deviation Rank Index3 Area Areas

14 82 5.214 1.718 3 5.000 1.710 6 0 4

14 82 4.857 1.466 5 5.071 1.207 7 0 4 4

13 76 4.769 2.166 7 5.000 2.160 5 66 1 1

13 76 5.462 1.664 1 5.615 1.6J0 12 75 1 1

14 82 4.000 1.754 12 4.643 1.823 4 55 1 1

11 64 4.091 2.071 11 4.182 2.183 1 66 1 1

11 64 4.818 2.089 6 5.091 1.758 8 0 4 4

13 76 4.692 1.797 8 5.154 1.625 10 0 4 4

10 58 4.600 1.897 9 4.400 1.397 2 0 ii 4

11 64 4.182 2 27? 10 i_oA -,) nr2

13 76 5.154 1.519 2 5.308 1.251 9 4 4

13 76 5.154 1.405 1 5.308 1.437 8 0 4 4

13 76 4.846 1.819 7 4.923 1.441 7 0 4 4

13 76 4.769 1.787 8 4.923 1.706 6 G 4 4

14 82 4.714 1.729 9 4.571 1.869 3 0 4 4

13 76 4.923 2.019 4 4.615 1.938 4 0 4 4
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TABLE 4 (Continued)

Competency Area/Task

1 2 3

Respondinc

Task Activity Requirement Knob ledge Application

Relevant Level Ability
to

Position Standard Mean Standaru maa.

Number Percent Meant Deviation Rank Mean` Deviation Rank Index3

4

Prlfessionel Development
heed

Task Comnarison Ratinit4
All

Competency Competency

Area Areas

95. Completing program applications for federal and
state vocational education funding 16 94 4.875 1.628 5 4.500 1.713 1 0 4

96. Developing project proposals 16 94 4.875 1.784 6 4.500 1.633 2 0 4

97. Observing guidelines for submission,
negotiation, and follow-up of proposals 15 88 4.933 1.223 3 4.800 1.424 5 0 4 4

PROGRAM IMPROVEMENT (N = 17)

98 Applying problem - solving steps 16 94 5.063 1.389 4 4.875 1.360 1 0 4 4

99. Determining the points in problem solving at
ahich you will need more information 16 94 5.250 1.390 2 5.063 1.611 2 0 4 4

100. Locating sources of information 16 94 5.500 1.461 1 5.188 1.601 3 0 4 4

101. Using questionnaires, atructured interviews,
and small-group techniques to generate ideas,
aolve prrhlema, and make deciaions 16 94 5.250 1.653 3 5.250 1.732 4 0 4 4
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The researchers have made the following propositions in making an analysis

with respect to task priority:

1. If the task is considered irrelevant to the position, this does not
make it so. The lack cf knowledge to perform the task may bias the
response.

2. If the activity is low, it may be so because the respondent is uncom-
for'-able with the ability to perform the task;

3. If the activit' is high and the perceived level to perform is low,
then there is more than likely a need for professional development;
and

4. Data sources, other than responses from practicing administrators
should also be considered in determining profes.'onal development
needs.

V. SUMMARY

1 on the analysis of the data and the previously stated propositions,

the following is a summary of the findings.

1. No significant differences were found in the mean responses for any of
the task by the administrator of the selected program variables.
This was no differences in responses for years of experience, previous
professional positions, city and county administrators and number of
vocational personnel under supervision.

2. The immediate professional development needs for secondary vocational
administrators by task priority are as follows:

- developing a complete plan to promote vocational education,

- conducting program promotional activities,

- develop a community involvement plan,

- ensuring continuing communication with thG advisory council,

- analysis student follow-up data,

- developing program admission procedures,

- preparing staff to develop curriculum,

- preparing prograr! evaluation reports,

- obtaining sunnort for institutional staff development,

4
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- providing comments and information to assist policymakers and

planners in making changes affecting vocational education, and

- apply problem solving steps in program development.

3. Intermediate professiorrl development needs for secondary vocational
administrators by cask priority are as follows:

- identifying alternative funding sources;

- influencing traditional funding sources to benefit the program;

- using heeded data to identify the vocational programs and support

services needed;

- organizing, planning for, and coalucting student follow-up studies;

- using follow-up data for program revision and development;

- planning and coordinating local demonstration, pilot and exemplary

programs;

- planning a staff development program;

- encouraging positive interpersonnel relations:lip among staff; and

- observing guid.dines for submis<it,n, negotiation, and follow-up of

proposals.

Z. There were significant nifferer ls in the views of secondary vocational
administrators and --tperintendt. .s of education with regai'd to the
importance of program imerovement and professional development needs.
The ordinal ranking of improvement needs were as follows:

- program planning, development and evaluation;

- professional staff development;

- instructional management;

- school-community relations;

- personnel management;

- business and financial management;

- facilities and equipment management; and

- student services.



5. The program area of student services was by far the most striking
deficiency in vocational programs as reported by program review teams
1979-1983. However, the relative importance with respect to program
improvement need was viewed as relatively low by both the superinten-
dents and vocational administrators.

6. Immediate professional development needs for deans of instruction in
vocational postsecondary institutions by task priority are as
follows:

- operating an equipment preventive maintenance program;

- organizing activities in support of a student placement service,

- planning and coordinating demonstration, pilot ar.:i exemplary

programs; and

- maintaining equipment and supply inventories.

7. Intermediate professional development needs for deans of instruction
in vocational postsecondary institutions by task priority are as
follows:

- ensuring continuing communication with advisory councils and

committees;

- conutructing a schedule conflict matrix;

- organizing a student learning resource center;

- establishing and maintaining a functioning placement service;

- selecting from program and support service alternatives; and

- conducting staff pre and post-observation conferences.

VI. RECOMMENDATIONS

Tables 5 reflects priority competency areas and competencies for secondary

vocational administrators. These priorities and other related information were

developed from the findings of the study and through small group discussions of

secondary vocational administrators at a state-wide professional development

conference for vocational education educators.



Table5
Priorities for rrofessional Development Programs for Secondary Vocational

Administrators and Other Relatad Information, Alabama 1984

Cowi.etency Area/Competencies

Suggested

Mode
of

Delivery*
Other

Attendees*

Types of
Resource
Persons*

Student Services

Developing vocational program admissions criteria
and procedures

4 1 and 2 1 and 7

Assisting school guidance personnel in dQvelo;.ing
a comprehensive vocational guidance and counsel-
ing progral

4 1 and 2 1, 2 and 8
Establishing and maintaining a functional educa-
tional and job placement service

5 1 and 2 3, 7 and 8
Establishing role definitions for general school
and vocational guidance counselors

1 1, 2 and 3 1, 2 and 7

Promoting the Vocational Education Program

Developing a promotion plan
4 2 and 3 1, 3 and 7

Involving the community in vocational education 3 2 and 3 3, 5 and 7

Working with vocational advisory groups 4 2 3 and 7
Conducting promotional activities

3 2 and 3 7

Working with public television
5 2 and 3 3 and 11

Providing Staff Development

Obtaining support for staff development 2 1 3, 4 and 5
Determining professional development needs of
vocational teachers

1 2 3 and 7
Assisting teachers in developing individualized
professional development plans

5 1 3 and 7

Providing for staff development in instructional
technology

5 1 3 and 4

Providing for staff development in technical
skills and competencies

3 1 3, 4 and 5
Directing Program Evaluation in Vocational Education

Developing a complete evaluation plea
5 1 and 2 1 and 3

Using data to identify program improvement needs 1 1 and 2 3 and 6
Planting and conducting student follow-up studies 5 1 and 2 3, 7 and 8
Preparing program evaluation reports

5 1 and 2 3 and 7
Guiding the Development and Improvement of Instruction

Assisting teachers with curriculLm and
instructional development processes

5 2 and 3 1 and 3
De/eloping progran admission criteria and proce-dures

5 2 and 3 3 and 7

Directing curriculum organization and management 5 2 and 3 1 and 3
Assisting teachera in locating appropriate in-
st'uctional materials and other learning re-SOLCCe3

3 2 and 3 1, 3 and 4

*See Appendix 8, page for coded listing of most frequently mentioned mode, attendees
other than adminiltrators, and types of resource persons.
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APPENNX A

Competency Area/Task Listing

PROGRAM PLANNING. DEVELOPMENT. AND EVALUATIQI1

Assessing the needs of the institution, students,
community and labor market

Using needs data to identify the vocational pro-
grams and support services needed

Selecting from program and support sc ce
alternatives

Preparing program evaluation plans
Collecting program evaluation data
Interpreting program evaluation reports
Preparing program evaluation reports
Using evaluation data in decision making

INSTRUCTIONAL MANAGEMENT

Identifying curriculum development procedures
Preparing staff to develop curriculum
Identifying and verify'ng occupational tasks
Developing and sequencir.g performance objectives
Cocrdinating the development of courses of study
Facilitating the development of competency-based
programs ana materials

Guiding staff in selecting and using effective
instructional strategies

Coordinating local demonstration, tilot, and
exemplary programs

Facilitating staff selection of instructional
materials and equipment

Organizing a student learning resource center
GatnerIng information about students, courses,

staff, and facili zor scheduling purposes
Setting scheduling ities
Conducting preregist...1...(,ns
Constructing a schedule conflict matrix
Constructing a final schedule
Loading students into classes

STUDENT SERVICES

Designing a student recruitment strategy
Arranging for the preparation of recruitment
materials

Developing admissions procedures
Interpreting and applying affirmative action
laws and regulations

Identifying the goals an objectives of a
student services program

Organizing systematic guidance services
Managing an individual analysis service
Establishing a climate conducive to the

maintenance of school discipline
Establishing a philosophy and policies for

school discipline
Establishing and enforc.ng school rules and
procedures

Assisting staff and students in responding to
specific discipline problems

Determining the goals and objectives of a
student placement service

Establishing and maintaining a functioning
placement service

Organizing activities to support a placement
service

Organizing, planning for, and conducting
student follow-up studies

Analyzing follow-up data
Using follow-up data for program revision

and development

29

Establishing staff selection criteria
Recruiting candidates
Gathering and screening information about

candidates
Orienting new staff to the institution
Delegating responsibilit.es to staff
Including staff iv decision making
Encouraging positive interpersonal relations
among staff

Developing a system for evaluating staff per-
formance

Evaluating staff performance
Using staff performance evaluation data for

staff improvement and employment decision-
making purposes

Preparing personnel policy procedures
Keeping staff ihformed of personnel policies

and procedures
Establishing a grievalce resolution procedure
Selecting and administLring staff benefit

programs

PROFESSIONAL AND STAFF DEVELOPMENT

Involving staff in appraising their personal
development needs

Conducting pre- and pest- observation con-
ferences

Conducting obserations of teachers to appraise
their personal development needs

Planning i. staff development program
Obtaining institutional support :or staff
development

Providing financial resources, time, facilities
and incentives for staff development

Determining your own professional development
needs

Developing your own one-year professional
development action plan

2EEQQL=ELEIMISIIXRELATIONS

Outlining the organizational steps for estab-
lishing an at. .sory council

Organizing an advisory council
Planning and conducting initial advisory
council meetings

Ensuring continuing communicati;,1 between the
advisory council and the board

Developing a complete plan to promote voca-
tional programs

Conducting promotional activities
Developing a community involvement plan
Monitoring 111 community involvement activities
Providing commeu's and information to assist

legislators, rale makers, and planners in
making policy changes affecting vocational
education

Maintaining channels of communication with
governmental and community officials

Submitting routine and special reports as
required

Preparing formal cooperative agreements
Participating in informal cooperative agree-

ments
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FACULTIES AND EOUUMENT MANAGEMENT

Assessing the need for additional or renovated
facilities

Evaluating prospective land or internal build-
ing sites

Developing educational facilities specifica-
tions

Supervising construction, equipment selection,
purchase and insta:lation, and facility
acceptance

Assigning building space to various departments
and service areas

Coordinating community use of facilities
Maintaining equipment and supply inventories
Operating preventive maintenance programs
Devising plans to preserve health, safety, and

security
Developing institutional/program purchasing

policies and doctments
Designing purchasing procedures and controlling
purchasing activities

Securing protection against claims and property
loss

DILLIE11111111ElliAICIALIIAMMULT

Considering general institutionwide and pro-
gramwide objectives as a basis for preparing
vocational budgets

Determining the resource requirements of
various alternative programs

Allocating resources and responsibilities
Identifying how existing funding sources affect

the program/institution
Influencing trad tional funding sources to
benefit the pr6gram/institution

Identifying alternative funding sources
Completing program applications for federal and

state vocational education funding
Developi.g project proposals
Observing guidelines for submittion, negotia-

tion, and follow up of proposals

PROGRAM IMPROVEMENT

Applying problem-solving steps
Determining the points in problem solving at
which you will need more information

Locating sources of information
Using questionnaires, structured interviews,

and small-group techniques to generate
ideas, solve problems, and make decisions

i
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APPENDIX B

Delivery Mode

Code

1. Clinic -- Small group sessions, emphasizing diagnosis a- analysis
of problems arisinc from participants' experience. Clinic
leaders direct exploration of problem areas.

2. Conference -- Geaeral sessions and face-to-face groups; useu for problem
solving, fact-finding, presentation of information,
training, exchange of experience, developing inspiration,
and sectring commi_ment to action. Relies on
participation L, attendees.

3. Exhibition -- Display of ideas, Products, or processes; used to
illtstrate or promote information, materials or
procedures. Uses graphic and audio-visual media.

4. Seminar -- Face-to-face groups; used for intensive examination of
relevant topics. 'itilizes discussion leaders as well as
content experts. High degree of attendee participation
and shared experience a necessity.

5. Workshop -- Series of content specific sessions of face-to-face
groups; used to provide intensive training over immediate
period of time. Uses staff provided resources and
coordination.

6. Symposium -- General session; tsed to present several viewpoints on
predetermined topics. Uses brief, rolated speeches by
content experts.

Attendees

1. Superintendents of schools

2. School principals

3. Guidance Counselors

Type Resource Persons

1. State Department of Education vocational personnel

2. Other State Department of Education personnel

3. Ins'citutions of higher education personnel

4. Commercial representatives

5. Local industry representatives

6. State Occupational Information Coordinating Committee personnel

7. Local level vocational administrators

8. State Employment Service personnel


